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Part I - Basic User Functions

Chapter 1: Introduction to eOPF

OPM 1s changing the way agencies maintain and access
official personnel folders. Human Resources offices across
the country are changing from a paper-based personnel
records system to an electronic OPF management system. In
the coming months, our current OPF’s will be uploaded into
the new, web-enabled Electronic Official Personnel Folder
(eOPF) solution.

The eOPF solution i1s designed to electronically store,
manage, and distribute OPF documents. eOPF stores all OPF
documents in portable document format (PDF) files. Every
employee will be able to access his or her own OPF at any
time and any place where they can access the internet.

This training session is designed to introduce you to the
eOPF solution and to familiarize you with the eOPF
functionalities. In this class we will be concerned with HR
Specialists and Assistants accessing their own eOPF as well
as the eOPFs of their serviced employees.

Chapter 2: Getting Started with eOPF
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Before using eOPF, you must first login. Logging in
requires a valid user name and password. User accounts will
be set up for all current employees when we first deploy
eOPF by the use of a PDF Welcome Letter attached to an email
sent to each employee’s work email address. The employee
will use the system generated user ID and the self service
“Forgot Password” function to request an initial password.
eOPF will generate an email assigning a new password. To
access the eOPF system, each employee must change the
password to a DOC compliant password.

NOTE: user ID’s and passwords are both case-sensitive. |IfT
your logon attempt fails, you will need to wait for one
minute before your next attempt. Typically, after three (3)
consecutive failed attempts to log in to eOPF, that user
account will be “locked out” as a security precaution. eOPF
administrators must reset the user account after the allowed
number of failed logon attempts.

As with all DOC and NOAA passwords, you must remember to

safeguard your user ID and password. Some basic guidelines
for maintaining your password are as follows:

e Do not share your password with anyone

e Do not let anyone logon with your eOPF user ID or
password because eOPF logs and tracks all actions to
the user ID.

Logging on to eOPF
You must log on to the eOPF each time you want to access the
system. After you log on to eOPF, you can change your
password.
To Log on to eOPF:
1. Launch your Internet browser.
2. Maximize the browser to utilize the entire page.

3. Type the designated Address for eOPF:

The eOPF User Agreement page appears.
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4. Click the
Agreement statement. The eOPF Web Logon page appears.

Accept button, after reading the User




<3 e®OPF Web Interface > - Microsoft Internet Explorer g@@
F

Thursday, June D2, 2005

eOPF Web Logon

eOPF v3.0.0.1 Demo (Coors)...
e0pF ID:

Password:

a i

Forgot your password?

% | ocal intranet
5. Type your eOPF ID in the eOPF ID field.
6. Type your Password in the Password field.
7. Click the \WSLIMEA submit button. The eOPF Welcome page

appears.



2 Welcome to eOPF - Microsoft Internet Explorer

TICE Velcome to the eOPF System

Search eOPF
Workflow

Introduction:

Change Email The eOPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that
! were created, as many of these documents have not been scanned in yet. If you
Change Pwd have questions concerning the technical aspects of the eOPF, email the eQOPF
= administrator at eOFPFAdmin@agency.gov

| Emergency Data

App Admin

User Admin Questions concerning specific personnel actions should be sent to the appropriate

Create S 75 HR representative.

Print Folder Custom Link
Batch Print
Reports User Info:
Email: hr.zpecializt@test.com

Mo Emergency Data on record.
Transfer Paszsword will expire in: 44 day(z).

Pwd Admin

Preferences

Logout

I@ ‘-'__4 Local intranet

Using the Main Menu Buttons

The eOPF main menu buttons display in the left hand margin
of your eOPF pages.

Note:

The main menu options may appear slightly different from the
example above. The main menu buttons vary depending on the
eOPF group functional access that has been granted to you by
the eOPF administrator.

Managing Your eOPF Password
Password Policies
eOPF gives you the ability to change your password at any
time. For example, your password may have been compromised,

or you may wish to change it to something more easily
remembered.



Your new password must adhere to the requirements defined by
DOC. The eOPF administrator can configure the password
requirement settings such as a 90-day expiration date.

To Change Your Password:

1. From the eOPF Welcome page, click the
Change Pwd button on the main menu bar.

The Change Password page displays.

A e0PF - Change Password - Microsoft Internet Explorer

My cOPF Change Password :

Search e0PF Allow user to change Password.

Workflow old Password:

Change Email
New Password:

Change Pwd .
Verify Password:

Create SF 75

prims Fotder TR VPORTE™ == [ CANCEL™ 27|

Batch Print

Reports
Preferences

Logout

£ >
&] Done % Local intranet

2. Enter your current password in the 0l1d Password fTield.
3. In the New Password field, enter your new password.

4. In the Verify Password field, enter your new password
again.

5. Click the WMLLGEE] ypdate button.

6. For this training, we will not be changing passwords.

Click the WM cancel button to cancel the password
change.

Changing Your E-Mail Address

The eOPF solution notifies users via e-mail when new eOPF
documents are added to their file; therefore, it your e-mail
address changes it i1s important that you update 1t in the
system. eOPF allows all users to change their e-mail
address.

To Change Your E-Mail Address:
6



1. Click the Change Email button. The Email Address page
appears.

28 eOPF - Change Email - Microsoft Internet Explorer

HR SPECIALIST

Help | FAQ
My <OPF Email Address :
Search eOPF |
Workflow Instructions: The eOPF system can automatically inform you every time a document is added to your eOPF. To receive

a notification, please insert the email address you would like this notice sent to into the email address block below. You
k: may change this address whenever you would like. If you do not enter an address you will not receive any email
||| Emergeny Data RTINS

[ Change Email

| Change Pwd
. App Admin

Your Email Address: |hr_specialist@test.com
User Admin L P @

| Create SF 75 GPONTE EI CRCE ﬂ =

Print Folder

Batch Print

Pud Admin
Transfer
Preferences

logout

| €

4
@EJ Daone ‘:J Local intranet

2. Type your e-mail address in the Your Email Address Tield.

3. Click the [WMLESES ypdate button.

The eOPF Welcome page appears with the updated e-mail
address displayed.

Viewing and Updating Emergency Data

eOPF allows you to enter emergency contact information. This
information is available to your supervisor and/or HR
personnel for emergency use only.

To View and Update Emergency Data:

1. Click the Emergency Data button from the main menu.

The Emergency Contact Information page appears.



2 eOPF - Emergency Data - Microsoft Internet Explorer

Help | FAQ
My <OPF Emergency Contact Information :
Search cOPF | o - . . -
T ENTRY OF THE FOLLOWING INFORMATION IS VOLUNTARY.
orktiow
Change Email
W Emergency Data Disclosure Statement: This information may be used to notify the individuals of your choice should you be taken ill
* or injured during work. This information will be available to your supervisor and Human Resource personnel for emergency
=U‘“"‘9“ Pwd use only. This information is not to be used for any other purpose. A log is kept showing any time this information is viewed
I App Admin and or changed. Only the individual employee is authorized to change this data.
: User Admin
T il )
Print Folder
- User Info :
BatelPrind Last Name : SPECIALIST First Name : HR Initials:  HS
Reparts
Pwd Admin SSN: 000-00-3333 Last Updated:
Transfer Home Address: |5678 Home St. Work Address: |
Preferences Adilfecs (Conty ]— City: I:l
Logout =
GCity = ]Home Town State/Country: |
k State/Country: |\VA Zip/Postal Code: -,
Zip/Postal Code:  |99999-9999 Bldg Name/Location: |
Notify First: Notify Second:
Last Name :i Last Name :. |
First Name :| First Name | |
Relirl:nship': Relationship
Street1:| | Street1:| |
o | | Crunar 3.l I g
‘j Local intranet

2. Edit the desired Fields and click the MUMEE Aop1y
button. The Emergency Contact Information page reappears
displaying the message “Emergency data updated
successftully.”

Accessing Online Help

You can access eOPF online help by clicking on the Help link
at the top of an eOPF Web page. From the Help page, you can
jump to topics of interest.

Accessing Frequently Asked Questions

The eOPF provides access to a Frequently Asked Questions
(FAQ) page. The FAQ page can be accessed by clicking on the
FAQ link provided at the top of all eOPF pages. Accessing
the FAQ page allows access to current eOPF information. For
example, the FAQ page may post information about:

e Frequently asked questions and answers
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What’s new

Discuss technical issues

How to contact eOPF support; and

General information about eOPF solution access

Logging out of eOPF

In order to ensure the security of the eOPF solution,
remember to log out of the system when you are finished.

Note:

You will be automatically logged out of the eOPF system
after the system is idle for 15 minutes. (This setting 1is
configurable by the administrator.)

To Log out of eOPF:

1. Click the # Logout button.
2. Click the

automatically close the browser window. Click the
Cancel button to return to eOPF and continue working.

| oK button to logout of eOPF and



Part II - HR Functions

Chapter 3: Viewing eOPF Documents

eOPF organizes and manages personnel documents within an
electronic folder. Every DOC employees has an eOPF with all
of his or her personnel documents organized in the same
manner as the traditional paper OPF.

Once logged into eOPF you can click on either the My eOPF
button to access your OPF information or the Search eOPF
button to locate files for your reporting employees.

Viewing Your Own eOPF

1. To view all contents of your eOPF in order by effective
date, click on My eOPF. This will bring up your Folder
page. Your name is displayed on the upper right corner of
the page.

2 eOPF - Document - Microsoft Internet Explorer.

JoeBasic [
Help | FAQ

My cOPF 1 folder(s) returned, o
sesssms | ANNotation: iView documents with annotations v |

Search eOPF

| Gangeimail_|FSHGWATIOOE™ [ GG~
Career Clip Emergeannlder Status

jl| Emergeny Data Last Name First Name LastEff. Date PO ID Org Code Activity Code Brief FolderData

I =
| || Change Pwd i iy,
BASIC JOE B212005 TEST o1& A1, =] @ ACTIVE

Preferences | 1

Logout

& Local intranet

2. Open your eOPF by clicking on the plus icon (located
to the left of your last name on the Folder page). This
displays the Results List page on which all the documents
contained within your eOPF are displayed.
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3R e0PF - Document - Micrasoft [nternet Explorer

10 document(s) returned.
d  Annotation: | View documems with annotations ¥

My e0FF

Frarch 20FF

Last N Firsd Hamu Last FIL. Datn POID Oy Code Activity Codo E"‘Td" E‘:‘:““‘YE‘:::":
[aase e B0 TEsT 1) ars @' ACTIVE
View M4d View
Hame  Civate Date FAL Date Faim Action Typa Folder  Print To  lnsh
_— 02 rip Poges

BASK. SO02005 113518 £222005 12:00:00 CERTFICATE OF CLEARANCE AKD RECOAD OF

HE AM A FERSONMEL SECURITY 1 ENEEPTION Trong, shae
LA, BRI 103335 A 2005 1200000 RECORD OF PERSONNEL SCCURTY BVESTIGATION AND NVESTGATIONSSLCURITY P 5
JoE Au AN CLEARAN CLEARANCE MRENR b S
nu' ?m "'“"Bﬁm 11“'wn£wummrwﬂ£mm EMPLOYEE Perfaor UW‘WM
e pmEEIRA CRGH0S EE0000 yamcATION OF PERSOMEL ACTION QUALITY HCREASE Permanenl o
RASC, EW000S11511 &772008 170000 HEQUEST TOR L ACTIH PAY AD) T n .
WE P A i SR

S oeRERIRSh EREN0T 120000 wamPcATION OF PERSORMEL ACTION LOCALIFY BAYHENT Furmanenl

B LA AR AR nas 12304 68 =

ey SRAL A0S 120000 erovEsT rOR PEASOMMEL ACTIOH AFFORTMENT HTE Temoorary

e BT AERNG IR0 assmm o Gl BENEFTS Parranenl

BASC,  WIAR0S 247N EGO00E 120000 oot SAVING PLAN ELECTION F RN WERETTS Fermanent

WE M A

o parTaAats RGNS IS0, yaACATION OF PERSONIEL ACTION IEXT OF APRT HTE Permaneni

S Local intranet

3. From the Annotation drop-down list, select whether to
view the document with or without public annotations. The
default i1s to “View documents with annotations”. As an
employee you have the right to view the public annotations
in your folder.

4. Click the Egl View Document icon on the row of the
document you wish to view. You will be prompted to open or
save the document using Adobe reader.

NOTE:

Every time an eOPF document is viewed, that action is logged
electronically.

11



Standard Foim 52

Raw, 7581
e e o e REQUEST FOR PERSONNEL ACTION

PART A - Reguesting Dffice (diso complete Part B, Items T, 7-22, 32, 33, 36, and 39.)

1. Actiens Reguested 2. Rugiseat Musmber
EQFF TEST1 3
. For Adddional Infarmation Call Name and Takahons Muanbard
EQPF TEST:Z

B. Action Roquested By (T yomd Mame, Tk, Signadane, ang Aequesr Dats) G. Action Suthonzed by §Tyeed Name, Tk, SEoanere, snd Comowseoe Dars

W

EQOFF TEST 117262000 |[EGPF TEST3
PART B - For Preparation of SF 50 flse only codes in FPM Supplement 292-71. Shoaw alf dates in manth-day-year order.|

1. Mame (Lasr. Fass, Biiel 2. Sacial Securny Muomiber 3. Dst= of Birth i Effective Date
Green, Beth 111-11-1111 N3IS12/19585 03/11/72000
FIRST ACTION SECOND ACTION
5-A. Coda 5-B. Nature of Actian Bi-A. Code|B-B. Mature of Action
7 Fromotion BEE | test
B-G. Code B-D. Legal Sutharity B-C. Code &-13. Legal Suthoriy
NéM |Reg 335,102 Career Prom
6-E. Cods E-F. Lagal Autharity B-E. Code |E-F. Lagal Autharity
TTTOM: Toamon T8 and MOmGer 15, TO: Moaition Title and Mumbar

Searching for Specific Documents in your eOPF

You can search for and display specific documents in your
eOPF using the Search eOPF function. This may be helpful if
you are searching for a specific document type or documents
created In a specified period of time. For more information
on searching in your own OPF, see pages 18-23 in the eOPF
User Guide for employees.

Searching for an eOPF:

In eOPF, HR users can search and retrieve documents for an
individual employee by entering the SSN, employee 1D or the
employee’s name. HR users can refine the search with other
parameters, such as document effective date or form type or
name. A more expansive list of documents from multiple eOPFs
can be retrieved by using search criteria such as the POI.

You can restrict your search for an eOPF folder by entering
several criteria on the Search Folders page.

To search for an eOPF:

1. Click the Search eOPF button from the main menu. The
Search Folders page opens.

12



8 eOPF - Search Page - Microsoft Internet Explorer

HR SPECIALIST

Help | FAQ
Search Folders :
My eOPF |
Search eorr_|[FSERRGH= ™ ISR Y FRRGE
Workflow
- PO ID Org Code Activity Code
Change Email | | | | [ |
E oy Dat
| Emergency Data |, Employee ID NOA Code 1 NOA Code 2
Change Pwd | | | | | | | |
App Admin Last Name First Name Query Package
User Admin | | | | W | Standard V:
| Create 5F 75
Print Folder
Batch Pri;t Form (& common Forms O Al Forms O Agency Forms
Reports | All X |
Pwd Admin T\\"DE
Trans_fer | All 5 !

Preferenc
LI [ der Sides [Select Al

Temporary Permanent [ |Performance [Joverseas [ Training [Ooeleted [ Agency Specific

Create Date Start Eff. Date End Eff. Date
| =1 | EH| =2

[Oinclude Empty Folders

\'J Local intranet

This page allows you to query by such fields as SSN and Last
Name.

2. Enter the search criteria for particular eOPF
document(s).

Hints:

< Enter SSN with or without hyphens

« Use the Wild Card (will search on anything before or
after % sign)

* Include Empty Folders allows you to list folders with

no documents, such as those for new employees

3. Click the W Search button. The Folder page
appears. On this example, the search may have been based
on the POl (TEST).

13



2} eOPF - Document - Microsoft Internet Explorer

HR SPECIALIST
Help | FAQ

My <OPF 3 folder (s) returned.

Search eOPF .

Workflow__ RRREREWRTUIOCS JNCIVCELN Y

Change Email Last Name First Name Last Eff. Date r[)o e P Folder Status

Emergency Data
Basic JOE 61212005 TEST  O18 A1A % ACTIVE
Change Pwd .
Admin Tools EMPLOYEE EMPLOVEE 511812005 TEST 4t % INACTIVE
Create 5F 75 -
TR # LasT FIRST B/B2005 TEST 1 1 % % ACTIVE

Batch Print 1

| v i iAnnotation: I\a’iew documents with annatations %

Reason: |

Org Activity Add Clip Emergency

Reports
Pwd Admin ]
Transfer .
Preferences

Logout

i

‘fﬁ Local intranst

4. Select a folder by clicking on the plus icon to the
left of the last name of the employee folder you wish to
see. The Results List page is displayed. Here we can see
that Joe Basic was selected.

3 BUPF - Decumant - Microsoft Inter et Explorar

Commaon Formms | 3 dotument{a) retumead.

Reason: | ANl Redewy v Annotation: | vView socuments with annotations %
aw it | 2
Cosl Nanre First Mome Last E11, Dote P g Bty Md Clip  Emergency Fu

i Code Code Falder Data

Flanse o8 KAz THET o4 eLrs HJ g @ ac

Mo iy A d \H-w Slds

Visvwi Mo dify Dlllli.ﬂnnulnu T

Doc Doc  Doc  Doc

Cera Inalex L} I'ngalsiﬂl'
ESE LR, FASC, X0 A 00 7 A P RSO0 127600 A CHTFICATION CF PRRECAMHL ACTION CONYV TO CAREER ab#T Brmarmrt W@H @ ﬂﬂ @ m i

Raiehs Primi
F Bats’ 208 En 2005 2 abods Pu Q20005 1 10000 As MOTRICATION OF PERSOMMEL ACTOM EXT OF ARPT NTE mmw[ﬂﬁ @ ﬂ'ﬂ E"]‘;’ I “
L L

BASIC, J0E £41.2005 21 254 P GR22005 1 200100 AM MOTFICATION OF PERSOMMEL ACTION PAY ADY

Hame Croate Date Ef¥ Data Farm MAction Type Folder Print

= EMPLOYEE EMPLOYEE SARCI0E TEST

8@ -
[=iLASY FRST RESHE TEST L] 1 j‘! @ @

% Lol it

_OR_

Click the WMMLILLGY show All Docs button to list all
documents that meet your search criteria. The Show All
Documents page Is displayed.
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2} eOPF - Document - Microsoft Internet Explorer

HR SPECIALIST
Help | FAQ
To print & documenti(s), click on the checkbox to selectideselect and then click on the Print Single Sided or Print Double Sided button.
PRINT SINGLE SIDED (TOOUBLE SIDED || PRINT WINDOW || DELE D DD T0 CLIP CANCE
Search eOPF o ~
Workflow N T 7
) ame Create Date Eff Date Form Action Type Folder Print
Change Email [] BASIC, JoE EEQDDS 24628 iﬁQDDS 120000 igEEEATION COF PERSOMMEL COMY TO CAREER APET Hemerr e
A [ Basic, Joe g; 12005 2:12:54 iﬁrzoos 12:00:00 :g:glﬁmlom OF PERSOMNEL [0 ap S——
Change Pwd
= =p.r1min T [] Basic, JoE g;QDDS 24605 iﬁ2005-1 2:00:00 ngEEATION OF PERSOMREL BT OF APRT MTE Permanent Sindle
Create SF75 D EMPLOYEE, SM8M2005 35447 SMBR2005 35452 MOTIFICATION OF PERSOMMEL — TERMIMNATION-EXPIRATICN OF Petierer il
EMPLOYEE Pl Pl ACTICHN APPT
Print Folder I:l EMPLOYEE, SMEE005 24346 SM8R2005 2:43:51  NOTIFICATION OF PERSOMREL  TERMIMATION-EXPIRATION OF Pernanant Singls
= EMPLOYEE P PRl ACTICN APPT
Batch Print D EMPLOYEE, SMTI2005 41342 SMTI2005 41345 NOTIFICATION OF PERSOMMEL  TERMIMNATION-EXPIRATICN OF et aner SinaE
Reports EMPLOYEE Phd Pl ACTICRN APPT 9
= = EMPLOYEE, SMEB2005 10:45:09 S5M62005 10:45:11 MOTIFICATION OF PERSONMMEL  TERMIMNATION-EXPIRATICN OF i
Pwd Admin ] EMPLOYEE AM A0 ACTION APET Permanent Single
T;ansfer D EMPLOYEE, SM 202005 52756 SM 22005 52753 MOTIFICATION OF PERSOMMEL  TERMIMATION-EXPIRATICN OF Petrerer il
EMPLOYEE P Pl ACTICN APPT
Preferences D EMPLOYEE, SM202005 5:26:25 SA 202005 S:26:21  MOTIFICATION OF PERSOMMEL — TERMINATION-EXPIRATICON OF Feare Sl
EMPLOYEE Pl Pl ACTICN APPT
Logout EMPLOYEE, SM202005 5:20:20  5M 202005 5:20:18  NOTIFICATION OF PERSOMMEL — TERMIMATION-EXPIRATICN OF .
O erpLovee Ph Pi ACTION APPT AR
EMPLOYEE, SM 202005 516:33  SM 202005 S:16:31  MOTIFICATION OF PERSOMMEL  TERMIMATION-EXPIRATICN OF i
[ IisSias rika rika T wrnT Permanert Single bt
%J Lacal intranet

NOTE: Each time you view an eOPF document that is not
your own, the action is logged electronically capturing
your eOPF 1D, date/time, and reason for viewing the
document.

To search folders by name:

1. On the Search Folders page, enter all or part of the Last

Name and/or First Name and then click the WL Name
Search button.

This figure shows search results from entering “L” in the
Last Name field.

SSH Last Hame First Hame Org Code
() DO0-00-1111 BASIC JOE ol

2. Select the Name of the employee by clicking on the radio
button and then click the MRS Select button.

The Search page is refreshed and the SSN, first name and

last name fields are populated with the selected employee
data.

3. Click the WLl search button.

15



The Folder page appears.

2} eOPF - Document - Microsoft Internet Explorer

HR SPECIALIST
Help | FAQ
My cOPF 3 folder (s) returned.
iy el ] T 1T 1 i : -
— = | inpe | Yiew documents with annotations b
Search cOPF Reason: | il | Annotation: | |
Morkir__ NN P
SEATEEE] Last Name First Name Last Eff. Date PO Org ActiviyAdd — Clip Emergency  pgyyqr giatus

1D Code Code Doc Folder Data

i Emergency Data

Basic JOE 61202005 TEST  O18 A1A % ACTIVE
Change Pwd =
Admin Tools EMPLOYEE EMPLOVEE 511812005 TEST 4t % INACTIVE

Create SF 75
Print Folder [+ LAST FIRST BJB2005 TEST 1 1 % % @ ACTIVE

Batch Print 1
Reports

Pwd Admin .
Transfer T

Preferences

"j Local intranet

4. To view the contents of an eOPF, click the plus icon
to the left of the last name column to expand the folder
contents.

The Results List displays for employee Joe Basic.

W elF - Documumd - Micrewoli Indurnui Explorer

Annotationg | View dotomieets with annolalions &

ro firg Aeliity Add Clip  Fenmiguacy Fa
o Cods Cads Dae ¥ aldar Datn 1

=—BATIC JOE BN TEST. oA Aia ﬂ ﬁ @ AL

w"“odl"nllﬂ'k‘m'_ﬂuil&.ﬂdd Vinw Sidn

Doc Dac  Boc  Doc fhae..:1n :::;“;5.

indax CH
VS, JOF 8T 24525 P BIRCO0S £ 00 Ak NOTTRCATEON OF PERSOMMIL ACTION cmwcnmmwmw@‘a '@ ﬁ @ m_
BASK, JOF SM008 748 08 P RCIOO0K. 12 (000 AN NOTIFICATION OF PERECMEL ACTION EXT OF AFPT NPE Parvanterd Srge @.H % E Fﬁ [m-_::]
BACK, JCE 640006 31254 Pl E0000E 20000 AW MOTFCATION OF PERSOMNEL ACTRON PAY A0J mw@g @ E @ m“"-
< ERPLOVEE EMPLOYEE SHEA0E TEST i 1 P a @ At
AILAGT RSt LR ToET q i ﬁ\:[‘ ﬁ AL
-

*

Last Mama First Rama LLast Ef. Data

Hama Crants Dain EH lintn Farm Aezlon Typa Faldsr Paini
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Viewing an eOPF Document

After you locate an eOPF you can view and/or print a
document(s) within the folder. NOTE: you must always first
enter a reason for accessing the document. This information
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iIs recorded in the eOPF history and tracked for audit and
reporting purposes.

To View an eOPF Document:

1. Search for and locate the eOPF you wish to view. The
Folder page appears.

2. From the Folder page, click the plus icon to expand
the folder.

The Results List page appears with a detailed view of the
employee’s folder.

This figure displays the Results List page for Joe Basic.

2 eOPF - Document - Microsoft Internet Explorer
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BASIC, JOE 6/1,2005 2:47:41 PM B/2/2005 12:00:00 AM THRIFT SANING PLAN ELECTION FORM BEMEFITS Permanent Single G
Transfer
Preferences BAZIC, JOE 61,2005 2:12:94 PM B/272005 12:00:00 AM NOTIFICATION OF FERSOMMEL ACTION PAY ADJ Permanenit Singls @\ %

Logout . L
BASIC, JOE 6712005 2:45:46 PM B/2/2005 12:00:00 AM REQUEST FOR PERSONMEL ACTION — AFPOINTMEMT MTE Temporary Single @ %

. [l
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.
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=EEEEEEA
| |5
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3. From the Reason drop-down list select a reason for
viewing this document. ITf you select Other as the reason
you must type an additional description in the field to
the right of the drop-down list.

4. Select whether you want to include any public annotations
from the Annotation option.

5. Find the document on the list that you want to view and

click the Eﬂ View Doc icon. This will open the document
using Adobe Acrobat reader in a new window.

The following figure displays a sample document.
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Standasd Foim 52
Rawv, 7591

U3, Ofice of Permonnel Managoment

U3, Offce of Persanne Mana REQUEST FOR PERSONMNEL ACTION

PART A - Reguesting Office [Also complete Part B, ltems T, 7-22, 32, 33, 36, and 39.)

1. Actions Reguashed 2. Raqueest Momiber
EQFF TESTIL T

3. For Addaional Information Call Wame and Tekaboos Maebar
EQFF TEST:Z

5. Action Aequested By (Tyood Name, Thle, Signature, and Aeguesr Daie) G. Action Authorzed by (Typed Name, Tl Sgnature, and Concuwnrenoe Dafel

EQPF TEST3
PART B - For Preparation of SF 50 flUse only codes in FPM Supplement 292-1. Show all dates in monih-day-year order. |

1. Mame (Lasr, Farsy, o) 2. Social Securiy Mumber 3. Dat= of Birth i, Effectren Duats
Green, Beth 111-11-1111 D3IS12 /105"
FIRST ACTION SECOND ACTION
5-A. Coda 5-B. Nature of Actian Bi-A. Code|B-B. Natwe of Actian

7 Fromotion BEE | test
&-C. Code B-0. Legal Sutharity &-C. Code &-0v Legal Authority

NéM |Reg 335.10Z Career Prom
6-E. Cods 5-F. Lagal Autharity B-E. Code |B-F. Lagal Autharity
T, TTIOMA: Toamon T8 and Wambar I1 5. TO: Poaition Titls and Numbar

CONTRACT ADMINTSTEATOR

6. IT the document contains multiple pages, use the Next
Page and Previous Page buttons to navigate through the
document.

7. When you finish, click the [X] close button to close the
window.

button to return to the search window or select a new
document to view.

Viewing eOPF Document Annotations

An annotation is a transparent layer of written comments
placed on top of the document that may be used to highlight,
markup or write comments. These layers can be public or
private.

Documents in the eOPF can be viewed or printed in their
original state, or with any annotations that have been
added. Since annotations are added separately to each page
of a document, you must navigate to each page to view the
annotations for that page. To view document(s) with
annotations:

1. After selecting My eOPF and expanding your folder by
clicking on the plus icon to the left of your last
18



name on the Folder page,
wish to view.

locate the eOPF document you

2. The “View documents with annotations” is selected by
default at the top of the display.

R 0PF - Document - Microsoft Internet Explorer

Help | FAQ
10 document(s) returned.
el Annotation: | View documeants with annotations w
Feamch e OPF
Shange tonil RRRITROT s 1]
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e BT AERNG IR0 assmm o Gl BENEFTS Parranenl sm@.m
BASC,  WNGSSSTATAY OOS 30088 parcuvmis san ELECTON FORM S " Eoh @m
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1 b
S Local intranet

3. Click View Doc icon on the row of the document

want to view.

you

The document appears in the viewer.

Standard Form 53

Raow, 781

U5, Office of Pemannel Managemant
FPM Supp. 286-33. Subsh, 3

REQUEST FOR PERSONNEL ACTION

PART A - Requesting Office [Aiso complete Part B, Items 7, 7-22, 32, 33, 36, and 39.)
1. Acticna Reguasted

EQFF TESTI1
3. Fosr Adddional Infarmation Call Narme aad Tekahana Nuambae
EQFF TESTZ
B. Aciion Requested By (Tyood Mame, Tile, Signatare, andg Requesr Date)

2. Rugisast Mumber
EWF23093
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m: Fosition Title and Numibar

CSKTTDTOT A TR TRIT STD R T
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CONTEACT BOMTNTSTREATOR

19



4. Click on the Next Page and Previous Page buttons if there
are 2 or more pages to view.

5. Click the [Xl ciose button to close the viewer.

6. On the Results List page, click the WMCEMAN cancel
button to return to the search window or select a new
document to view.

Annotating an eOPF Document

eOPF has an annotation feature which allows specified HR
staff to make notes on documents. These notes are preserved
as a layer that sits on top of the original document. The
document can then be viewed or printed with our without the
annotations.

Annotations are added separately to each page of a document.
eOPF annotations tools allow you to freehand draw, apply
shapes, add text annotations, and use a highlighter.

NOTE: there are two classifications of an annotation: public
and private. |If you designate an annotation as public, It
can be viewed, edited, and deleted by anyone with view
access In eOPF. Private annotations can be viewed and/or

edited only by the user and HR staff. eOPF does not allow
anyone to annotate their own documents.

To annotate a page in an eOPF document:
1. Search for and open the desired eOPF document.

2. From the Reason drop-down list, select a reason for
viewing the document.

A
3. Click the Annotate Doc icon.

The following figure displays the ActiveView page.
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4. Click the New button.
The Private Annotation pop-up box appears.

eOPFAVI

X
' ?r/ Will this annotation be private?

Yes | Mo |

5. Select the Yes or No button. The ActiveView page
reappears.

6. Select the annotation type from the tool list:
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7. On the page, use your mouse to add the desired
annotation(s).

8. When finished adding annotations, click the Done button.
IT you are done using the annotation feature, click the
Exit button to close the document view window.

For information on removing an Annotation from a Document,
refer to pages 55-56 in the eOPF HR User Guide.

Chapter 4: Printing eOPF Documents

Although eOPF 1is designed as a paperless record, there may
be times when a hard copy of an eOPF document is needed.

You may choose to print one or more of the eOPF documents.
The My eOPF option allows you to print one document at a
time from your own eOPF. The Search eOPF option allows you
to print multiple documents from your own or an employee’s
eOPF.

Printing an eOPF Document using My eOPF:
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1. From My eOPF,

locate the document you want to print.

=

2. Open the document wusing the View Doc icon.
The document opens iIn eOPF Viewer.
3. Click the Print button. The Print Dialog box opens.
21x]
— Printer
N ame: Froperties |
Status:  Feady [T Feverse pages
Type: HP Lazerlet 8000 Senesz PCL [ Print az image
YWhere:  |P_192.168.4.90 [ Print to file
— Print B ange — Copiez and Adjustments
Lo € Selected pages/graphic Humber of copies; 1 -
™ Cument page v Collate

" Pages from: I'I bo: |2

Frint; IEven and Odd Pages j

¥ Comments

¥ Shrink oversized pages to paper size
[T Expand zmall pages to paper zize
¥ auto-atate and center pages

— PostSenpt Uptions

Frint Method:  |Language Level 2 j

¥ | Dptimize for Speed
¥ Download dsian Fonte [T | Save Printer Memarny

Color Managed: On printer

Frinting Tipz | Advanced... I

Presvigw

k— B.50—

11,00

Zoom: 99 8%

o]

Unitz: [niches

Cancel

4. Modify your printer settings and click the OK button.

5. Click the [X] close button to close the document viewer.

Printing eOPF Documents using Search eOPF

eOPF permits you to print documents based on a search query.
You may print one or more documents directly from that list
or you can print your results list.

Printing directly from a Search Results page:

1. Search for and open the desired eOPF document. The Folder

page displays.
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2. From the Folder page, click the AL Show All Docs
button.

The Show All Documents page appears.

) eOPF - Document - Microsoft Internet Explorer

HR SPECIALIST
Help | FAQ
To print & documenti(s), click on the checkbox to selectideselect and then click on the Print Single Sided or Print Double Sided button.
My copy [ RNTSPGIESIEY | FRHTOGUE e | PRI WINOGH ™ OELEESELETED™ ||~ RopTocip] Ghvc
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i T EMPLOYEE, S 22003 52756 SM202003 52753 MOTIRICATION OF PERSONMEL  TERMINATION-EXPIRATION OF 3
LR O epLoves Pi Ph ACTION APPT EEIERE Tl
Preferences D EMPLOYEE, SM202005 5:26:25 SA 202005 S:26:21  MOTIFICATION OF PERSOMMEL — TERMINATION-EXPIRATICON OF Hetinsriersinde
EMPLOYEE P Pl ACTICN APPT 9
Logout |:| EMPLOYEE, SM272005 5:20:20  5M 202005 5:20:18  NOTIFICATION OF PERSOMMEL  TERMIMATION-EXPIRATICN OF A aRSEESRa
EMPLOYEE Ph Pl ACTICR APPT d
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% Local intranet

3. Click the check boxes of the documents you want to print,
or click the Check All button to print them all. All
selected documents are merged into one document displayed
in the viewer.

4. Click the desired Print button (Double Sided or Single
Sided).

5. ITf you want to print a copy of your Search Results page,
click on the Print Window button from your Show All
Documents page.

See your eOPF HR User Guide pages 71-79 for more information
on printing from eOPF, such as printing an entire OPF.
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Chapter 5: Modifying Document
Indexes

You modify a document index when you want to move a document
to a different folder or folder section or correct
information required for the iIndex.

Correcting a Filing Error

This function is used to move a misfFiled document to another
folder.

To Correct a Filing Error:
1. Search for and locate the eOPF document you wish to move

to a different folder using the Search Folders page. The
Results List page displays.
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2. From the Results List page, select a reason from the
Reason drop-down list.

3. Click the Modify Doc Index icon associated with the
document you wish to move. The Modify Document Index
page appears.

2 e0OPF - Edit Document Index Data - Microsoft Internet Explorer

HR SPECIALIST
Help | FAQ
My e0PF Original Values:
—— Hame BASIC, JOE

et ssH 000-00-1111
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Change Pwd NOAC 2
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Print Folder
Batch Print EIR Dal |Ef8_|"20[]5 !v
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Preferences AR | !
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4. Type the correct employee’s SSN in the SSN field, and

then click the l“ Save bhutton. The Move Document
confirmation box appears.

Microsoft Internet Explorer

9P

"‘-I/ Do ol want ko miove Ehis document ko the new Folder?

Ok, |[ Cancel ]

5. Click the & | OK button. The Results List page
reappears with the document moved to the correct folder.

For more information on Modifying Document Indexes, refer to
pages 93-98 iIn your User Guide.

Chapter 6: Working with eOPF
Folders

Employee OPF documents can be accessed from a Results List
and Show All Documents pages or through the use of paper
clips.

Working with Search Results Pages

When you elect to show all documents after performing a
search, you see a list of documents matching your search
criteria. A column in the results list indicates iIf the
original document was single sided or double sided. You can
print your search results list or print a document(s) from
the list. See Lesson 4 of this guide for more information on
printing eOPF documents. Additional information is
available from Chapter 6 of the User Guide.

Working with Paper Clips in eOPF

eOPF provides the ability to paper clip documents from the
same folder together. eOPF paper clipping allows an employee
or an HR Specialist to select individual pages within a
document or entire documents for clipping.
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A paper clip can be classified as public or private, with
the system defaulting to public. Any user accessing the
selected folder can view a public paper clip. ONLY the user
that created the paper clip, a system administrator, or an
HR Specialist can view a private clip.

Creating a Paper Clip

The First step In using the paper clip Is creating a new
paper clip for a folder:

1. Perform a search for the desired folder(s) using the
Search Folders page. The Folder page displays.

2. From the Folder page, click the Clip Folder icon for
the desired folder. The Clip Folders page opens.

28 eOPF - Clip - Microsoft Internet Explorer

JOE BASIC
Help | FAQ
Clip Folders :
| M&ﬂ Allow to addfmodifyfdelete clip folder, Click on the Detail butkon to view the clips in the Folder,
Search eQPF
| Change Email
|| Emergency Data .Owner .Descriptinn .Clip Date .Pages | Security .
BASIC, JOE Bazic Clip 1 BM172005 3:41:49 Ph o Pukblic
- [Basic Gp2 e ]
1
|
b
@ Done ‘-J Local intranet

3. Enter a description for the paper clip In the Description
field, such as FEHB documents or retirement documents.

4. In the Security field, select either Public oOr Private
based on your needs.

5. Click the Insert button.

6. Click the
result list.

Back button to return to the search

Once a folder has a Clip Folder, documents can be added to
the Clip Folder at any time.
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To Add Documents to a Clip Folder:

1. Search for the document within the folder you wish to
paper clip. The Results List page displays.

2. IT this 1s not your own folder, you must select the
reason for accessing a document from the Reason drop-down
list.

3. On the Results List page, click the appropriate Add
Clip icon to add a document to the clip. The Add Clip
Folder page appears.

<} eOPF - Clip List - Microsoft Internet Explorer

JOE BASIC
Help | FAQ

Add Clip to Clip Folder :
My eOPF

Search e0PF Select the clip folder you want to add the clip to.
| Change Email ;

Emergency Data
= 1
Y| Change Pwd T T
Owner | Description Clip Date | Pages Security

BASIC, JOE Basic Clip 1 B 2005 3:41:49 P a Fublic

I

% Local intranst

4. Click the Select button to add the clip to the clip
folder. The Add Page to Clip Folder page appears.

5. Select the additional pages you want to add to the clip
by checking the Add Page to Clip checkbox under each page

you want in the Clip Folder, and then click the [STERT
Submit button. The Results List page reappears.

NOTE: Click the Back button to return to the previous page.

Viewing documents within a Paper Clip

Once a paper clip has been created and populated with
associated documents, you can view a list of the documents
and open the documents.

To View Documents Contained within a Paper Clip:

1. Search for the desired folder(s) using the Search Folders
page. The Folders page displays.
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2} eOPF - Document - Microsoft Internet Explorer

HR SPECIALIST
Help | FAQ

3 folder (s) returned.

My e0PF 1T 1 [
— | | inpe | Yiew documents with annotations hé
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Change Pwd
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Create 5F 75 -
T # LasT FIRST B/B2005 TEST 1 1 % % ACTIVE

Batch Print
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Pwd Admin
Transfer
Preferences

Logout

i

@ Done \fﬁ Local intranst

2. From the Folder page, select the reason for accessing the
document from the Reason drop-down list.

3. Click the Clip Folder icon. The Clip Folders page
appears.
(=]

JOE BASIC
Help | FAQ

<3 eOPF - Clip - Microsoft Internet Explorer

Clip Folders :

M&.ﬂ Allow to addfmodifyfdelete clip folder, Click on the Detail butkon to view the clips in the Folder,
Search eQPF
Change Email
» Owner Description Clip Date Pages | Security =

| Emergency Data
Change Pwd BASIZ, JOE Basic Clip 1

[Basic Clip 2 |[Public_ ] '

6112005 3:41:49 PR LS ' Public

Preferences

Logout

‘-J Local intranet

4. Click the Detail button next to the desired paper
clip. The View Clip Folder page appears.
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23 e0OPF - Clip Detail - Microsoft Internet Explorer

JOE BASIC
Help | FAQ

View Clip Folder :
My eOPF

Search e0OPF Click on the clip to view.
Change Email : : : ==
Name Create Date Eff Date Form Action Type Folder Page Num View Clip Remove
Emergency Data : _ _ 3
i BASIC, JOE  BM 2005 2:45: 46 PM B212005 1 2:00:00 Ah SF 52 APPOINTMENMT NTE Temporary 1 @ @
Change Pwd : . :
s BASIC, JOE  BMS2005 2:48:46 P Bf2/2005 1 2:00:00 Ak SF 52 APPCOINTMENT MTE Temporary 2 @ @
Preferences
i
@ Done ‘:ﬁ Local inkranet

5. Click the View Doc i1con to view the desired document
within the clip. The document appears.

Refer to your User Guide pages 103-115 for more information
on eOPF paper clips, including how to remove documents from

a paper clip.

Chapter 7: Adding Documents
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eOPF provides the ability to manually add new documents iInto
the system by either scanning paper documents or importing
other electronic files into the database.

Scanning Documents into eOPF

Users can add new documents into the system via scanning.
Before paper documents are scanned, there are some
preparation steps that must be performed.

Preparing Documents
e All staples or other metal fasteners must be removed

e 0Odd-sized documents and poor quality original documents
should be either photocopied or reduced

e Any folds or irregularities should be straightened

Scanning document (s)

Directions for single-sided and double-sided documents vary
slightly, so be sure to refer to the correct set of
instructions in your User Guide, pages 60-64. In this
lesson, we will cover single-sided scanning.

1. Search for the folder where the new document belongs
using the eOPF Search Folders page. From the Folder
page, select the Reason from the drop-down list for
working on the selected folder.

Click the Add Doc button from the Folder page.

Place the document in the scanner (our scanners have
both a flatbed and a feeder. For one-sided scanning,
place your document face down on either. For double-
sided documents, use the feeder only.)

4. After the scanning interface opens, click Scan.

5. Select the following options:

e Verify ISIS checkbox is selected

e Show Scanner Interface — keep unchecked

e Form Feeder Multiple Pages — click if doing duplex
0K

wWiN

and then click on the OK button. Select the
appropriate scanner from the Source dialog box and click

the Select button. The document appears. IT the
document is upside-down, right click and choose option
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to rotate, etc. Document can be magnified at this point
and can also be annotated.

6. Click the Igl Save button. The Document Info

dialog box appears. The SSN field will already contain
the SSN of the selected folder. The first and last name
fields will also pre-fTill.

7. From the Form drop-down list, select the appropriate
Form Name.

8. From the Type drop-down list, select the appropriate
Form Type.

9. In the Folder area, select the checkbox representing the
folder section (Left Side, Right Side) in which the
document will reside. eOPF defaults to the folder notes
in the forms index.

10. In the Effective Date field, select the appropriate
effective date of the document from the calendar.

11. Click the M Save button. The scanning

application closes and returns you to eOPF.
12. Verify the information is accurate, and then click Yes.
A confirmation box appears.

13. Click the ok OK button, then click Close. A
confirmation box appears.
14. Click Yes.

For information on scanning double-sided documents and other
scanning functions, refer to pages 57-64 iIn your User Guide.

Importing Electronic Documents Into eOPF

eOPF has the capability to import electronic files.
Documents in electronic format (image, Word, PDF) can be
added to an eOPF folder.

To Import an eOPF Document:

1. Search for the employee eOPF for the new document.
2. Select a Reason for viewing the document.

3. Click the gggg Add Document icon.

'}

=
4. Click the “P open button.

5. Select the desired file and click the oe=n | open

button. The selected file appears.
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10.Click the

=]

Click the '*®® save button. The Document Info dialog box
appears. The first name, last name, and SSN will be pre-
filled based on the SSN of the selected folder.

Enter the appropriate information:

e Form the Form drop-down list.

From the Type drop-down list.

Select the Folder side the document will reside.
Complete the Effective Date Tield.

=
Click the ' **® save button.

. Verify the information is accurate, then click Yes. A

confirmation box appears.
oK

OK button.

11_.Click the Close button.
12_Click Yes.

Sometime you may need to add a missing page to an electronic
document.

To Import a New Page Into an Existing eOPF Document:

AW NP

o O

Retrieve and open the desired eOPF document.
Select a Reason code for viewing the document.

n E? i n
Click the k=l| Modify Doc 1con.
Click the Import button. A confirmation pop-up box
appears.
Click Yes. The Page Import dialog box appears.

Ok

Select the desired document, and then click the
OK button. A confirmation box displays — “New Page was
successfully imported.”

Click the [Xl Close button. A Close Document confirmation
box appears.

For additional information on importing electronic documents
in eOPF see your User Guide, pages 65-69.
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Chapter 8: Working with eOPF

Reports

The eOPF system allows HR specialists and eOPF
administrators to view, print, and export standardized
reports. The reports are real time data analysis of eOPF

users, records, and system usage.

The eOPF system

administrator will create and define the various reports HR

specialists can access.

There are three major report groups:
System Access, and System Integrity.

Document Access,
Document Access

reports list types of actions taken on eOPF documents, by
who, and when. System Access reports detail system access.
System Integrity reports verify data integrity if there is a
system or hardware failure or some system threat. Requests
for any additional reports will go through our eOPF system

administrator.

Viewing and Printing Logs and Reports

HR Specialists may view and print reports on demand. The
procedure is the same for viewing all of the reports.

1. Click the m Reports button. The Reports page

appears.

3 eOPF - Reports - Microsoft Internet Explorer

My e0PF |
P Reports categories: :
- DOCLUMEMNT ACCESS a |
J Workflow Re: -
Change Email A Dacuments ated by HR

Active Documents - Modifications

‘l Emergency Data : -
= Active Documents - Viewed

=_Ehiﬂ9i‘?*ﬂ Cancelled 5F 505 Report
(IR Deleted Documents - All Actions )
= Documents Moved To Deleted Folder Side Report
Create SF 75 Purged Documents Report
[ Print Folder
Batch Print
Reports L
DICGOM Ot [DateCrested v
(PR ortOrder: | Ascending (A-2) V

| peferences ST REOR [ GO RGO SR

Logout

HR SPECIALIST
Help | FAQ
Filter By Viewer SSH:
S5H #
Filter By Owner SSH:
SSH #
|
Filter By Document Effective Date:
From: (MMDDYYYY) To: (MMDD/YYYY)
| = =
Filter By Date Viewed:
From: (MM/DD/YYYY) To: (MM/DD/YYYY)
=

"_g Local intranet




2. Select a Report Category, the desired Report, and input
Report filters.

3. Click the W View Report button. The Report
appears.

B oOPF - Reports - Microtoft Internel Explorer

g Tg M 3 =
Wark e P T A BE Mo Rkport 85 [ - B
ADMIN
SPECIALIST
EEELT ACTIVE DOCUMENTS - CREATED BY HR SPECIALIST LOG
*Hule. Thas reporl = desggnes. 1o shosw documen] creslon sty foe sctive documents e «0FF sywiom
Paint Falder
—— Active Documents - Created by HR Specialist Log
Lasich Frimt
et Madiline Dais Tagelod2
e Modifier 55N witviy  Owner  OwnerSSN  MSHBRd  pogen Side Farm Type  Effectim Dale Create Date
ADMIN
Pt FLERVETINE Dm—*[ LAST. FIRST 13- 13 IRET ] hg’!'nh::‘ﬂ ’-T-' A m [yt [
SPECIALIST
!'lltﬂ!la\'llﬂ. BH00-3333 53'\,-;:-‘* BASIE JOE [ L5 Braliation “-;ww e PAY ADY amasas GRS
SPECALET.  ohe0ail)  Tpoma RACOE dedOdLlNd L] Droumen P i1 PAY ADI LT Lo
ﬂm};’-“"'— ooty Denmes BASTE BOE o011 Prreey ‘-ml "-I"" s ;“‘F“m A T
-
¥
N ol intranet

4. Click the = Print button. The Print Report page
appears.

2 Print the Report - Microsoft Internet Explorer |Z||E|[z|

Page Range: {:} All
@ Pages:
Fram: |1 | Ta: |’I
To Print:
1. In the next dialog that appears, select the "Cpen this file" option and click
the Ok hutton.

2. Click the printer icon on the Acrobat Reader Menu rather than the print
button on your internet broweser.

Ok Cancel
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5. Select All or a group of pages to print, and click the

OK button. The report appears as a PDF document.

P2 Adobe Acrobat - [Embedded File] -0 x|
@ File Edit Cocument Tools Yiew ‘Window Help & x|

GRS BB B> bes|ok -oDOOE| |8

| & | T - B
-
DOCUMENT MODIFICATION LOG
"Wt This fepon i dessmed 1o show dociiment scivity Som the oot server Sotea. ARY inbsing wer names indicates s wvalid user il
1]
[1:]
=
£
= Discuments Modification Log Page 1od 16
=
= Wiewed Hy Viewer 55X Activiey Dlwmir Drwner B8N Dade Viewed  Side Farm Toypse EfMective Dade  Creste Daie
Adimia. PHTET sanotation Lemer, LIPIDXINT 00T Right SF-2808 BENEFITS 4722002 H 12002
o Diefiuli Dielesed Howasd b AN FkR TEOOAN ZAZATENL
E A 1111111 Amnoiation  Lemer, TIXRIWTITT W DRDO0T Right SE-2H1T BEREFITS /32002 1A e
= Diefiuli Dreleted Hiwasd ToARAEPM FURR TEDOAAL ERCSREI LA |
E :
=) Adimis, 1111 Amiotation  Lemer, Errna rrrn [ R e Hight SF-I8I2 BEKEFITS S0 100
= Drefiult Dreleted Howasd 2SN FORM 1Z0000AM ERLEE ]
Adinis, LT Asnobstion  Lemer, EREDASRELA ) B ] Right W3 TRANING 12022002 12127002
i Drefiult Dreleted Howasd ZArEsapng T20000AM 124E38AM
11}
= Admin, 101111 Asnotation Mardin, John S908ES 752000 Right SF-30U30R ARENDRIE 4162002 A0
i Dhefbali Dreleted PLEE SR R NT T M OO AN
c
L-'B; Admis, 101111 Docwment Sharp, Hrissa 122002 Ovemseas. INDNSYLE  ALL Acbions  1/27/2003 122003
Dhelbali Drelesed AEITEN 123524 0N AR
Ad i, =111 Drocament  Davidson, 335330001 312002 Dreeted CENAVAZIL DHSCLOSUR. 112772002 13172002
Diefiuli Feeved Jobey 172N a9 E PEDOANL b bt |
Admis, 11011111 Dovument Smith, 335350000 1IVEC0E Cieneral CHENAVA2IL DHSCLOSUR. 1172872002
Diefiuli Fawed Slarisn PR L | Selliie a9 E TEOO0AN
Admin, 1111111 Docoment  bofes, Phdl 335330003 131032 Right OFNAVATIL HSCLOSUR 11728723002
Diefiuli Fawed ZA20EFN a9 E TEDOAAL
Adimis, 1111 Document  Simders, Gall  S3835-0004  10/30/2000 Right CENAVIEND  INVESTIGA 112372002 10/312m02
Drefiult Faed ZaeSaPN a TIVE 120000 ) Bt Ll | vI
H 4101 » M 11x85iN0 |0 =2 = 4] ¥

6. Click the = Print button. The Print setting box
appears.
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Type: HF Lazerlet 8000 Senes PCL

— Prititer
Name: Froperties |
Statuz;  Heady [T | Beverze pages

[ Print az image

£ Cument page
" FPages fru:um:|1 fa |1

Frint: IE'-.-'en and Odd Pagesz j

W Comments

Where:  IP_132.168.4.590 [ Prirt to file
— Print Range — Copies and Adjustments
o A (" Selected pages/araphic Nurnber of copies: 1 :

V¥ Caollate
Iw Shiink oversized pages to paper size

[T Expand small pages to paper size
¥ Auto-otate and center pages

— PostSenpt 0 ptions

Frint Method: | Language Level 2 j

¥ | Optimize for Speed
¥ | Download fsian Fonte | Save Frinter Meman

Color Managed:  On prinker

Frinting Tipz | | Advanced... I

Presview

11,00

Soon 100.0%

o]

Initz: Inches

Cancel

7. Select the desired print parameters; click the

OK button.

Exporting Logs and Reports

The eOPF system allows HR users and eOPF administrators to

export the logs and reports.
all of the reports.

To export logs and reports:

The same procedure is used for

1. Click the m Reports button located on the left-

side menu.
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OPF - Reports - Microsoft Internet Explorer

HR SPECIALIST
Help | FAQ
My e0PF
PR m’ Reports categories: Filter By Viewer SSH:
- |—DOCUMENT ACCESE » SSH #
Workflow
- Reports: |
Change Email ¥ Jocumer i kS =
| = Active Documents - Modifications Filless B huncr 5ol
Emergency Data 3 & SSH #
: Active Documents - Yiewed
Change Pwd Cancelled SF 50s Report |
Ko Taels Deleted Documents - All Actions - > e
Docurments Maved To Deleted Folder Side Report e Sy orUrment EEChive Date:
Create 5F 75 F'urged Daocuments REpDrT From: (MM/DD/YYYY) To: (MMDDYYYY) —
Print Folder | =H| |E
Batch Print Filter By Date Viewed:
Reports From: (MM/DD/YYYY) To: (MM/DD/YYYY)
LTI e [Date Created v | =] =
Transfer Sort Order: |Ascending (A-D) V|
Logout
M
@ Done ‘:4 Local intranet

2. Select the Report Category, the desired Report, and enter
report filters.

3. Click the w View Report button. The Report

appears.

R eOPF - Beporls - Microsell Internel Explorer

by #FF

Search OFF

L= T I B S Iz bisin Report = “_':E_,.,
Chanpe Lmail ADMIN
| Ereigensy Data SPECLALIST
WICHELT ACTIVE DOCUMENTS - CREATED BY HR SPECIALIST LOG

Changr Fard

Hdmin Tasls *Hute: Thie wport {1 ehosw documest contam acieaty B acle docamerts m e sOFR etem
o i

Active Documents - Created by HRE Specialist Log

MaodiBics Daie Page 1.6E2
Maginer SEN Arewity Owner  Owmerssy  Madifed Reassn Side Farm Type  Efiective Date Crenm Dase
Tiaadder
?‘:rlﬂ'.n-lr'u ADMES
T, mnn  Fpmes e 13013 130 sl m“- L AFATH SEEMT s (F 1%
BPECIALIET
RICSET.  amman Py DASIE.FOR ot 1111 o Brdiation ’-I;_ﬂ"t EE] PAT ADE (] GRI
PEGUST  samEn D pARmE WS daao Bridien, e s FATADI e SRR
FPEILALET. Commmery e Comaras LOCALTY
1o O 4N BASIC 1O Bl 1111 AR '-lf':' n £ F P Lyt RO
L
»
] rone e Lowcal inir anet.

4. Click the ﬂEi Export button displayed on the report. The
Export Report page appears.
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2 Export the Report - Microsoft Internet Explorer

File Format: i Crystal Reports (RPT) W |
Page Range: 3 al
Pages:
From: | | To: :
(604 Cancel

5. Select the report format, and click the OK button.
Report appears in the selected format.

2 http://coors/eopfv3/EOPF/EOPF.aspx - Microsoft ... |Z E”E'

BS G- #8808 B4 4> > Fa
€% || M -T:-R
©a - ® QOOEHE 5 -
id
/2] F Y
f ACTIVE DO URMICNTS - CREATED BY HE SPECLALIST LOG ——
= S ——
£
= e D Svand ¥ M il L g
[=] Mo - Yo
[==] L) L) @ e v [ — . Tre  MfwbeCne Comalien
:7_ v .

W —r - =i :
%
E-1 1 B - —
E - -
= - — s = ar i
= o — B =

——— = . _

) 4] 102 ¥ M Mx85n O = # 4]

6. Select File-.Save As.
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The save As pop-up box appears.



Save a Copy...

D

ty Recent
D ocuments

[

Desktop

=
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L/

Ky Documents

e

by Computer

My Metwork,
Places

Sawve in: | | Reports

=~ e B E-

Object name:

Save asz type:

Save |
Cancel

[EOPF pdf |
[~

|.-’-'-.-:||:|I:|e FDF Files [*.pdf]

7. Type the desired document Name, and then click the

Save button.
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